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Introduction
making things happen through language. Given the goal-oriented nature of all human communication, the self-assertive character of manifesting intent verbally, and the manipulative character of business dealings in general, we may consider the common pragmatic function of a business letter as being persuasion, i.e. getting the addressee to comply in some way. Our research question becomes, then: how is persuasion achieved in different cultures through the medium of a business letter?
This article focuses on the results of a research study aimed at analysing, contrastively, the rhetoric of a corpus of Italian and English 'For Your Information' letters (henceforth FYI letters). Rhetoric includes both the pragmatic disposition of the macro-textual level and the linguistic choices at the micro level. Text patterning, i.e. the pragmatic disposition at the macro level, was investigated using the notion of 'move', a move being a meaningful unit represented in linguistic (lexical-grammatical) forms and related to the communicative purposes of the activity in which the members of the community are engaged. Analysing the move structure of a text thus means assigning a pragmatic function to a stretch of language and building the schematic structure through which its communicative purpose is achieved. According to Swales (1990) , the schematic structure of a particular genre is the result of the conventions of a specific discourse community (we can cite as examples the legal departments or sales departments in international consumer goods industries). However, within the overall structure, writers can make specific rhetorical choices, thus making cultural variation possible.
Co-occurring with the macro-structure of the text, are the discourse elements and the discourse relations in the text. Certain linguistic realizations are indeed a matter of choice and thus can be analysed as belonging to the rhetoric of the text: the reference system, particularly the set of personal pronouns; mood and modality, through which the speaker manifests his/her perception of the addressee's needs; and the use of metadiscoursal elements, i.e. those textual elements whose primary function is that of making a contribution not to the propositional content of the text but to the processing of it.
The present article will first explain in greater detail the theoretical background of the research study. It will then discuss the results of the application of the macro-and micro-textual analysis to the corpus of Italian and English FYI letters. It will be evident that uniformity of expression in the business community is limited to the conventions imposed by the genre used. Indeed, notwithstanding the existence of a recurrent schematic structure of FYI letters, rhetorical preferences still emerge because of cultural variables affecting writing at the level of the utterance or string of utterances.
Theoretical background to the research study
Writing is one of the activities through which we construct social reality. In the words of Bazerman and Paradis:
Once established, professions maintain their organization, power and activity in large part through networks of texts . . . By understanding texts within the professions, we understand how the professions constitute themselves and carry out their work through texts. (1991: 3-4) According to this perspective, genres are viewed as social activities that both shape and are shaped by the communicative actions of the individuals. They are not, however, made up of formal textual features (as traditional classification schemes based on linguistic categories seem to suggest), but are the enactment of a response to social needs.
In a purely formal approach, genres consist of regular groupings of stylistic and compositional elements. These configurational features are the means by which genres are defined, irrespective of the conditions under which the types come to exist and the social values attached to them in a given context. While formal features of the genre should not be discarded as meaningless -because they do in fact characterize each genre -it should be constantly kept in mind that they neither define nor constitute a genre: 'Historic changes in generic forms argue against equating genre with form . . . the form may change but the generic label stays the same' (Devitt, 1993: 575) .
On the other hand, if we want to understand what a genre is, we should see it as a dynamic entity that evolves out of a recurrent rhetorical situation:
The recurrent situation or socially defined need includes the history and nature of established practices, social relations, and communication media within organizations . . . The resulting genre is characterized by similar substance and form. Substance refers to the social motives, themes and topics being expressed in the communication . . . Form refers to the observable physical and linguistic features of the communication. (Yates and Orlikowski, 1992: 301) Thus, writers respond similarly to recurrent situations, i.e. as writers we recognize a situation and we respond to that situation drawing on our past experience of similar situations, and the similarities among these responses become established as genre. Each genre can therefore be defined as a kind of rhetorical product designed to respond to a recurrent rhetorical need.
Genres, however, are not only the result of a recurrent situation; the construction of a genre also implies constructing the situation for that genre. In other words, when writers select a genre, they also construct the social occurrence of the genre, the socially shared knowledge surrounding it. This shared knowledge of the situation does not refer to the physical world. It operates within the human activities of the community situation and the relationships which come to be stabilized through the use of genres. For example, given the task of writing money-chasing letters, an employee will choose the sub-genre (threat, polite reminder) on the basis of their appraisal of the client (Is the client deliberately defaulting? Is the client probably simply tardy?).
If genres are typified responses to recurrent rhetorical situations and if such rhetorical situations, plus form and substance, then come to be established as expectations of the genre, the issue is whether or not genres set constraints on the writer. Our argument is that they do, although within genre conventions there is still room for creativity.
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How do we apply what has been said this far to business communication? As we have already said, written business communication is generally considered as one of the most ritualistic, formulaic and standardized types of communication. However, even if genre repertoires (chasing money, requesting, offering, sales promoting, for your information, etc.) are shared within the business community and are indeed the result of the activities and the conventions established by that specific discourse community, the communicative purpose of each can be achieved differently in different cultures.
To investigate such an issue, this article adopts a perspective that shows how macro-as well as micro-textual choices interact in contributing to the achievement of the communicative purpose of a genre. Indeed, the rhetoric of a text includes both the pragmatic disposition at the macro-textual level and the linguistic choices at the micro level. Text patterning, i.e. the pragmatic disposition at the macro level, can be analysed using the notion of move, one of the identifying features of genres and thus a notion widely used in the analysis of discourse patterns (Swales, 1990; Longacre, 1992; Bhatia, 1993; Mauranen, 1993a Mauranen, , 1993b . A move is a meaningful unit represented in linguistic (lexical-grammatical) forms and related to the communicative purposes of the activity in which members of the community are engaged. Analysing the move structure of a text would thus mean assigning a pragmatic function to a stretch of language and building the schematic structure through which its communicative purpose is achieved. If, then, this schematic structure is the result of the generic conventions developed by a discourse community in response to recurrent rhetorical needs, cultural differences are still possible in the way moves are organized to achieve the specific communicative goal of the text.
The overall argumentative scheme interacts with micro-level choices, such as those regarding the use of reference, mood and modality, and metadiscourse. The reference system, particularly the set of personal pronouns, gives us information as far as the role of relationships between the participants within the business interaction are concerned. The nature of this relationship can tell us a great deal regarding the choice of text patterning. In fact, the reference system is not only concerned with the external reality, but also with the speaker's relationship to the other participants and the effect intended on them.
Even more meaningful from a pragmatic perspective is the analysis of mood and modality. The term mood has been traditionally defined either in semantic terms, i.e. focusing on the features that distinguish, for example, declarative sentences from imperative or interrogative sentences, or in structural terms, i.e. as a set of contrasts expressed in the verb morphology.
As for modality, it is generally accepted that it is the expression of the speaker's stance towards the truth value of their proposition. Traditional approaches to the analysis of English modality (see Perkins, 1983; Palmer, 1986) have mainly relied on semantics to provide the entire gamut of meanings communicated by the modals. In the past ten years, research (Coates, 1990; Klinge, 1993; Groefsema, 1995; Turnball and Sexton, 1997; Papafragou, 2000) has mainly drawn on pragmatics (i.e. issues of politeness, illocutionary force, etc.) to account for modality.
However, mood and modality choices are also a resource for structuring the interpersonal relationship between the participants. They can have an addresseeoriented function especially when they are used for the expression of politeness. As is generally acknowledged, politeness is an important variable governing language production. Although neither the first nor devoid of problems, 2 Brown and Levinson's theory (1987) is certainly the most influential work on politeness. The central theme of their theory is the notion of face. According to Brown and Levinson, face consists of two aspects: positive face, the positive self-image, including the desire that this self-image be appreciated, and negative face, the claim to freedom of action and freedom from imposition. Three variables determine the weightiness of face-threatening acts (FTA) in a communicative event:
1. the social distance between participants; 2. the power relation between them; 3. the weight of any imposition they are negotiating.
The interrelation of these three variables 3 determines the use of positive and negative politeness strategies. Positive politeness strategies are those which aim at creating closeness, intimacy, and rapport between speaker/writer and hearer/ reader. Negative politeness strategies are, on the other hand, those which attempt to mitigate any inconvenience caused by a face-threatening act.
As far as politeness in business discourse is concerned, it has received scant attention (Pilegaard, 1997; Upton and Connor, 2001 ). Pilegaard's article is, however, seminal in the analysis of politeness within business discourse. The author takes a holistic approach that sees politeness as the result of a number of acts intricately wound together in the text and at the same time subject to extralinguistic constraints determined by the context. Her analysis emphasizes 'how strategies combine at the micro level, i.e. within sentences, how they combine across sentences, and how they operate on the textual macro level, i.e. as clusters of strategies anchored in specific sections of the letters ' (1997: 224) .
This same perspective will, therefore, be used also in the present article and mood and modality will be analysed in a pragmatic perspective as a means through which politeness is realized in the text. Cultures, however, also differ in the amount of politeness they require in specific communicative events and the weight they give to positive and negative politeness strategies (Maier, 1992) . In this article the notion of politeness will therefore be used in a broad sense to explain the range of linguistic choices at both sentence and text level. Indeed, politeness strategies operate within the sentence but they also combine at the macro-textual level of choice and distribution of moves. It will hence be shown that certain discourse organization patterns within the texts can be concerned with avoiding face-threatening acts. (1985 ( , in Mauranen, 1993b proposes the following classification of metatextual elements: This framework is further elaborated and used by Mauranen to explore cultural differences in economic texts written by Finnish and English writers. According to Mauranen, the use of more metatext by Anglo-American writers reflects a more reader-oriented attitude and a more positive notion of politeness compared with Finnish writers. These results are consistent with Hinds's (1987) categorization of the rhetoric of various cultures. In fact, Hinds categorizes them according to the degree to which the reader is required to make inferences and to deduce meaning from a text, as opposed to the effort that the writer adopts to make the meaning of his/her text explicit (immediately obvious) to the reader. He claims, for instance, that English uses a 'writer-responsible' rhetoric whereas Japanese uses a 'reader-responsible' rhetoric. This classification may be compared with Hall's (1977) more general distinction between 'high' and 'low context' cultures, that is, cultures in which both writers or speakers tend to rely more heavily on allusion, thereby leaving it up to their readers or listeners to guess meaning through context, versus cultures in which writers or speakers abundantly contextualize their affirmations to make them immediately clear (readers are not asked to infer from the situation, which is considered low in contextual clues). Anticipating Hinds's findings, Hall concludes that English culture is generally 'low context' while Japanese culture is generally 'high context'. Valero-Garcés (1996) has used Hinds's as well as Mauranen's work to carry out an analysis of metatext in Spanish and English economics texts. Her research confirms Mauranen's conclusions concerning Anglo-American rhetoric and shows a prevailing reader-oriented rhetoric in Spanish writers.
The methodologies illustrated so far, i.e. those used for the analysis of the macro-and the micro-textual choices, will be applied to the analysis of Italian and English corpora of FYI letters with the aim of discovering whether any difference can be found in their discourse organization patterns.
Data collection
collected during a period of research spent in the UK and some were collected from companies based in Italy. The letters in the Italian corpus were mostly collected from companies based in the area where the author lives. 5 The letters in both corpora are thus representative of different organizations -20 English and 35 Italian -and this was done on purpose to arrive at an initial first valid generalization. In fact, as our native informants 6 told us, a company tends to develop a model for each type of business letter and this model is then copied by secretaries -with the necessary adjustments -each time they are required to write the same type of letter. Analysing the correspondence of just one company would tend to lock us into the mind set and idiosyncratic rhetorical preferences of a single user (i.e. the company, constituting a micro-discourse community) within the target culture.
As for content, it was considered secondary. The primary criterion was the communicative goal to be achieved. In this, our research strategy followed that of Bhatia (1993) and Connor and Mauranen (1999) .
To identify the genre 'FYI' within the broader category 'business letter', social and cognitive approaches to language comprehension and production have been used. The social perspective given to genre analysis (Miller, 1984; Swales, 1990) has been integrated with the pragmatic view of genre proposed by Paltridge (1995) . From a social perspective what defines genres is their communicative purpose. 'Communicative purpose' means the social activity recognized as such within a culture, that the genre is intended to contribute to producing. In this perspective society functions through genres, i.e. societies establish discourse models that their members follow. Indeed, in the words of Miller (1984: 151) , ' A rhetorically sound definition of genre must be centered not on the substance or form of the discourse, but on the action it is used to accomplish.' However, understanding genre as a social action requires that genres be recognized as such by their users. Indeed, meaning does not reside in the signs each text consists of. It is, rather, constructed by people through cognitive acts. There are thus cognitive reasons that lead users of a language to recognize communicative events as instances of particular genres, and to assign particular terms, or labels to these events. As a consequence of their experience of the world, 'people categorize items and concepts in keeping with a prototypical image they built in their mind of what it is that represents the item or concept in question' (Paltridge, 1995: 394) .
Human beings will have built a prototypical image of a specific genre and, as a consequence, they will come to assign a particular text to a prototype genre. In the absence of a sufficient number of properties which match the stereotypical properties of the prototype, they will assign a text to a particular genre on a pragmatic and perceptual basis:
Within such a framework, instances of genre are assigned to particular categories, not on the basis of a response to a property that is internal to them . . . but on the basis of pragmatic and perceptual, rather than linguistic, aspects of communicative events. (Paltridge, 1995: 395) Vergaro: Discourse strategies for FYI letters 115 Therefore, we pragmatically and perceptually recognize an FYI letter as a type of business letter having a precise social role within a well-defined context, i.e. a business transaction. An FYI letter is, in fact, part of a business communication sequence, appearing typically at the central or sometimes final stage of a business dealing. Its social role is that of informing the addressee about something (change of address, management, prices, etc.) that will affect the way in which the business transaction will be carried out in the future. The addressee is therefore required to 'record' the information contained in the text and to use it in future.
Throughout the entire macro-as well as micro-textual analysis, the overall rhetorical purpose of the text was taken into account. The research procedure is primarily qualitative. Qualitatively, we took into account the rhetorical purpose of the text when assigning a pragmatic function to a stretch of language: this enabled us to label the stretch of language as a particular move. Linguistic indicators were used to define the boundaries of each move (see Mauranen, 1993a) . The qualitative procedure has been integrated quantitatively, i.e. the occurrence of the various moves in the two corpora were counted and their sequence established.
In the following sections the results of the analysis of the FYI letters in the corpus will be presented and discussed. Thirty letters (69.7 percent) in the corpus have a SUBJECT, which is always placed before the OPENING SALUTATION. This last move appears in 11 letters (25 percent) and, as is typical of Italian business writing style, it is in general very formal. Even if FYI letters are usually considered minimal documents, the modes of address used by Italians in the OPENING SALUTATION move are very deferential:
Comparison of Italian and English FYI letters
In most of the Italian letters (30 out of 43 = 69.7 percent) the INFORMATION core move is immediately after the SUBJECT or, where there is one, the OPENING SALUTA-TION. INFORMATION means the move whereby the information to be given to the reader is communicated. One can say that, in the end, the entire content of a letter can indeed be classified as 'information'. This is true up to a certain point as the letter can contain some extra information that the reader is not required to remember for the safe continuation of the business transaction. Therefore, it is too general to say that whatever you have in a letter is 'information'. As Connor and Mauranen (1999: 51) suggest, in order to identify correctly the moves in a text, it is important to start from the rhetorical objectives of the text itself and then relate any aspects of analytical interest to these. Now, even in an FYI letter, notwithstanding the formulaic nature of such documents, there will be a propositional section that, more than all the rest of the document, brings about the communicative purpose of the text. Thus, by INFORMATION The actual information the reader will have to remember is contained in the move starting with It has been agreed . . . Nonetheless, before reaching that move which represents the core of the document, a great deal of other information has been introduced into the text. In the end, however, what the reader will have to remember is the fact that from 1 April 2001 something has changed and this change will affect future business procedures.
How is this core move structured in Italian? There seems to be two possibilities, the first one being the more common. Where the INFORMATION (letter) we wish to inform you that . . .] followed by the actual information. However, sometimes this move is more complex and details are given. In these few cases it could be said that the move has the structure, as shown in Figure 1 . (4) Siamo lieti di comunicarVi che abbiamo stipulato con la LUST® Antriebstechnik GmbH un contratto in esclusiva per l'Italia finalizzato all'attività di vendita, nonché al montaggio ed assistenza tecnica dei prodotti LUST® (Inverter, azionamenti e motori brushless, ecc). A ns. Cura è prevista l'assistenza tecnica e la riparazione, in garanzia e non, anche dei materiali da Voi già precedentemente acquistati. Il ns. Sig. Marco Rossi è responsabile del prodotto e specialista per le applicazioni, mentre il Sig. Mario Bianchi ne cura la parte tecnica. After the INFORMATION move, two moves seem to be most frequent in the Italian corpus: a REQUEST move (28 percent) and an INDICATE ENCLOSURES move (21 percent). The first is sometimes introduced to give directions regarding future behaviour. The second can be justified by the fact that, as has been said before, very often the INFORMATION move is very simple and the reader's attention is thus referred to some enclosed document that will provide the complete picture. Twenty-five letters (58 percent) have an END POLITELY move in which mainly thanks and availability are expressed, and this is done as a positive politeness strategy whose goal is to make the reader feel that he or she is noticed and attended to. All the letters have a CLOSING SALUTATION move which is included within the END POLITELY move or appears as a stand-alone move: (7) Restiamo a Vs. disposizione mentre ci è gradito l'incontro per porgerVi distinti saluti [ 
The English corpus
The communicative purpose of eliciting compliance is obtained in the English corpus through the following structural moves which are the most common ones found in the texts: Since the implementation of the Euro on January 1st 1999, this currency can be used for all non-cash transactions. Also fixed exchange rates between the Euro and all other currencies of the Euro-connected EC Countries were put in place. After January 1st 2002, all connected currencies will definitively lose their validity.
ADDRESS THE ISSUE
We would like to share the utility and benefits of this currency with our trading partners and change our functional currency into Euro commencing January 1st 2001. To facilitate the change to Euro as functional currency, we will use the Euro as a privileged currency for all our business transactions and the relating documents starting July 15th 2000.
INFORMATION
Example (9) illustrates how the last move in English is more structured than in Italian. Among the two possibilities already given for the structure of the INFOR-MATION move (see p. 118), the English writer seems to show a preference for the second, i.e. the one in which more details are given. This preference is associated with a limited use ('x' cases) in which the English writer uses an illocution marker at the beginning of the move. When such illocution markers are used, they are combined with the most simply structured examples of the letters and are functionally similar to their Italian counterparts: (10) We write to inform you that . . . We wish to inform you that . . . We are glad to inform you that . . . Sometimes a GIVE REASONS move is introduced before or after the core move INFORMATION. Half of the letters in the corpus have a SOLICIT FURTHER CONTACTS/COMMUNICATION move but only nine out of 30 (30 percent) have an END POLITELY move. It is interesting to note that although both moves at the end of the texts achieve the positive politeness goal of making the reader feel he or she is noticed or attended to, in our corpus, the English writer shows a preference for the first over the second move.
The SOLICIT FURTHER CONTACTS/COMMUNICATION move is mostly realized by the use of the imperative whose degree of imposition is mitigated by the introduction of please: (11) For further questions relating to this issue, please feel free to call us on phone no. . . . Before this becomes an ongoing problem, please advise me of the progress made to date.
The END POLITELY move is, however, never as formal as its Italian counterpart: 
Results of the move structure analysis
The differences between the two corpora of letters can be illustrated by discussing mainly (1) the number, type and frequency of moves realized; and (2) their order of presentation. As far as (1) is concerned, English writers tend to write more extensively and in a more thorough and detailed way, with the immediate consequence that information is more easily retrievable. As for (2), there are differences in the way in which the information is organized around the core move.
In both corpora there is a core move we have called INFORMATION that contains what the receiver is expected to record to guarantee that the business relationship will proceed correctly in the future. However, whereas in the Italian corpus this move is generally rather simple, it tends to be more highly structured in English with details being introduced within the move itself. Italians tend to be very synthetic and even the initial illocution marker that signals the beginning of the move, rather than being introduced as a metadiscoursal feature whose purpose is to help the reader understand the text, seems to be introduced simply as a formula that maintains more than reduces the distance between writer and reader. This conclusion is supported by the fact that, further on in the document, Italians sometimes introduce an INDICATE ENCLOSURES move in which the receiver is expected to find all the information not given in the body of the text itself. Such a move is not present in the English corpus.
In English the INFORMATION move is introduced in 70 percent of the corpus by other moves that give the reader additional information. In Italian what happens seems to be the exact opposite: only in 30 percent of the letters in the corpus is the core INFORMATION move preceded by other moves. Instead, it tends to be situated immediately after the SUBJECT or, where there is one, the OPENING SALUTATION.
It is not without reason that 13 of the letters in the Italian corpus have a SUBJECT + INFORMATION + END POLITELY and/or CLOSING SALUTATION and two have an INFORMATION + END POLITELY and/or CLOSING SALUTATION move structure. Nothing like this could be found in the English corpus. Given the type of moves that are to be found before the INFORMATION move in the English corpus (THANKS, ADDRESS THE ISSUE, REFER TO PREVIOUS CONTACTS/COMMUNICATION, GIVE REASONS), we believe that they are introduced for reasons of positive politeness. The English writer tends to seek agreement and cooperation from the beginning of the letter and to share whatever is possible with the reader. Nothing that can be useful is left out. This tendency is supported by the preference English writers show for the use of positive politeness strategies throughout the entire text, whereas in the Italian letters, both positive and negative politeness strategies are in evidence.
After the core information is communicated, sometimes a REQUEST move is introduced into the Italian corpus. This is the move in which the sender asks the receiver to make some changes as a consequence of the information given, and is the move in which most of the negative politeness strategies are concentrated. Only two letters of the English corpus taken into consideration have this move. Perhaps, given the amount of information the English writer has communicated to his/her reader in the previous part of the letter, it is considered unnecessary to give the reader further instructions. The English writer, instead, introduces a SOLICIT FURTHER CONTACTS/COMMUNICATION move which is absent from the Italian corpus. Again, the purpose is to show the receiver that he/she is being given attention.
Both letters in the corpus have an END POLITELY move before the CLOSING SALUTA-TION. However, whereas in the Italian corpus this move appears in 58 percent of the letters, the percentage for the English corpus is much lower (30 percent). This is not surprising given that the END POLITELY move is a polite and formal way to close the letter.
In conclusion, we might say that an underlying, universal macro-schematic structure of the FYI letter genre is shared by the two cultures. It usually consists of a SUBJECT, an OPENING SALUTATION, an INFORMATION, an END POLITELY and a CLOSING SALUTATION. However, the move structure analysis shows that different organizational strategies are employed by Italians and English writers, based on different textual practices observable in the two cultures. The English writers tend to construct the text with the addressee in mind. The information is more thorough and detailed and ancillary components of the subject matter (thanks, references to previous communication, secondary information, details) are mentioned. The aim of such a strategy is that of creating a relationship, of achieving closeness with the reader, even if the formality of the opening salutation would seem to contradict this.
Italian writers tend to go straight to the point and to rely much more on the reader's cooperation for interpretation. Italian FYI letters tend to be essential. Even if 72 percent of the letters in the Italian corpus contain an initial illocution marker that introduces the INFORMATION move, it may be hasty and/or incorrect to conclude that this information has been introduced into the text as a means of guiding the reader. In fact, the illocution marker is so formulaic that we are tempted to conclude that it is used to create distance between the writer and the reader rather than to help him/her decodify the text.
In agreement with Hinds (1987) , we might say that English texts are more writer-responsible, i.e. the person primarily responsible for effective communication is the writer, whereas Italian texts are more reader-responsible, i.e. the person primarily responsible for the communication is the reader. The preliminary results of the present study would seem to confirm the findings from the other two corpora of Italian and English business letters (Vergaro, 2002, Vergaro: Discourse strategies for FYI letters 123 forthcoming). Taken together, these analyses seem to suggest that the traditional definition of 'non-linearity' attributed to the Italian business writing style compared to the English one necessitates further discussion and research.
Micro-textual level: reference, mood, modality and metadiscourse

. 1 R E F E R E N C E
In both corpora, references to the sender and the receiver are mainly pronominal. In the Italian corpus, pronominal reference to the writer is mainly obtained through the use of the first person plural pronoun. Therefore, in the case of the addresser, there is a predominance of a vague use of the first person plural pronoun in which 'Vague use applies to specific individuals but they are not identified by the speaker' (Kitagawa and Lehrer, 1990: 742) .
Only in three letters in the corpus does the writer employ the first person singular pronoun. It is also interesting to note that in the only letter in which the writer uses a third person singular pronoun, the reference is still vague, due to the fact that the meaning of the pronoun is collective, notwithstanding the singular form. Moreover, such a reference is used only at the beginning of the text. As the text unfolds there is a reference shift into the usual and more common first person plural pronoun: Another example of this kind of reference shift concerns the addressee. In one of the letters in the Italian corpus the addressee is referred to using a third person singular pronoun whose nature is indeed collective, given that almost immediately afterwards the writer stops using the third person singular pronoun to shift to the second person plural pronoun which is the most widely used as far as the addressee is concerned: Finally, one of the letters is striking for the high level of 'impersonality' that it presents: whereas the addressee is clearly signalled with a second person plural pronoun, there is no pronominal reference as far as the addresser is concerned. The information is given by means of a single move that contains all the necessary details and that is introduced by: 
INFORMATION
Yours sincerely]
As for the addressee, the options are between the T (familiar) and V (formal) modes of address. In Italian, the choice is evident in the personal reference and extends to verb morphology. In English the level of acquaintance is inferred from the initial greeting: a T level is characterized by an opening salutation such as 'Dear [first name]' or just '[first name]', whereas the V level identifies the reader by his/her surname, e.g. 'Dear Mr/Mrs/Ms [surname]' or contains another formal address such as 'Dear Sir/Madam' or 'Dear Sirs' (Yli-Jokipii, 1996: 311) .
The familiar T level is never used in the Italian corpus. The more formal V level is most commonly used as a second person plural pronoun reference, although there are eight letters in which the addressee is referred to using a third person singular pronoun. Reference to the addressee is always formal and deferential. The receiver is referred to with expressions such as 'Egregio Cliente', 'Egregi Signori', 'Spettabile Ditta', 'Egregio dottore', and there is only one example in which an in-group marker ('Cari colleghi') has been used.
As has already been said, Italian FYI letters tend to be very synthetic and minimalistic, and the lack of an opening salutation can perhaps be seen as part of this feature. However, where an opening salutation is present, it tends to be formal and deferential; this confirms the results of earlier research carried out on money-chasing and sales promotion letters (Vergaro, 2002, forthcoming) , i.e. Italian addressers tend to use expressions that 'humble' the writer and put the receiver in a higher position.
In the English corpus, reference is defocalized and collective with a prevalence of first person plural pronouns. However, in eight letters in this corpus, the sender uses a first person singular pronominal reference. Moreover, contrary to the Italian corpus, the phenomenon of reference shift concerns the shift from the first person plural to the first person singular; only two letters in the corpus present this shift, which we believe is a way of reinforcing the already prevalent positive politeness of the texts by demonstrating a desire to form a closer relationship with the reader. Of course, such a small number of first person singular pronoun references can only confirm that business written interaction in general is seen as more corporate than individual.
As for the addressee, the T level is used only in three letters this due to the fact that the FYI document was sent and received by two managers of the same firm. 8 We can, therefore, consider these as 'special', uncharacteristic FYI letters, compared to the others contained in the corpus and hence not statistically relevant. In general, the more formal V level is used also in the English corpus. The receiver is sometimes addressed using a second person singular pronoun introduced by a Vergaro: Discourse strategies for FYI letters 125 lexical reference such as 'Dear Customer, Exhibitor, Client'. Of course, even in the case of the English letters, this is a collegiate use of the second person singular pronoun more than a familiar one.
Reference distribution patterns also give information on the participant perspective in this communicative event. According to Yli-Jokipii:
The writer may select between a writer-or reader-oriented perspective or may choose to refer to neither of the participants. In the latter case the writer may for example select a neutral noun phrase or use a device which does not call for a participant at all. The writer-oriented perspective may be realized with a first person singular or plural pronoun or with a noun phrase denoting the writer's firm. Correspondingly the reader-oriented perspective is effected with a second person or with a noun referring to the reader 's company. (1996: 315) The application of an approach such as this to reference patterns in the two corpora shows that the writer-oriented perspective prevails in the FYI-type letter. There, in fact, does not seem to be a high degree of interactivity, even if both sender and receiver are present in the text. Their presence can be perceived as different in the sense that the writer is active, the action is seen mostly from their perspective and the receiver is rarely called into action. When the receiver is actually called into action, this usually happens in the final part of the document, after the information has been given. More precisely, this takes place in the REQUEST move as far as the Italian corpus is concerned, and in the SOLICIT FURTHER COMMUNICATION/CONTACTS move as far as the English corpus is concerned.
To sum up, the analysis of personal reference distribution shows a corporate approach to FYI letters as being most often obtained through the use of vague personal reference with a preference for class-inclusive referential strategies.
Personal reference use and distribution also help identify how the action performed by the letter is treated by the participants. The writer-oriented perspective is mostly used in this type of document, both in the Italian and in the English corpus. However, at the level of text, receivers seem to be less active than senders.
Italian is a language that relies on verb mood to help express modal meaning. In English, on the other hand, the chief exponents of modality are the modal auxiliaries can, could, will, would, shall, should, may, might, must, ought, need, dare ; the other lexical items such as perhaps, possible, certain, sure, allow, willing, etc. are much fewer in number and less universal.
An analysis of the business letters we have taken into consideration shows that mood and modality are used to express politeness. According to Brown and Levinson's analytical framework we might conclude that, given that FYI letters are used at the core of a business relationship, the distance between the participants is probably very small and this generates a quasi-symmetric relationship. As far as the distribution of power is concerned, it is asymmetrical in that the writer is communicating something the reader is relatively 'impotent' to modify, apart from recording the information and cooperatively accepting it, if they want the business relationship to continue. Finally, there is always a certain degree of imposition in FYI letters due to the fact that the sender is in any case almost always implicitly making a request and the receiver has generally no choice but to accept the new conditions in the business transaction.
The distribution of positive and negative politeness strategies depends, of course, on discourse dynamics. In fact, if in situations of conflict negative politeness will account for most of the strategies recorded, in more neutral situations of the business transaction it is expected that both positive and negative politeness strategies will be used.
Let us start with the Italian corpus. In this corpus, mood is mostly indicative. However, subjunctives, conditionals, infinitives and gerunds are also used. Conditionals and subjunctives are especially used in cases in which hypothetical sentences are introduced to implement the negative politeness strategies of giving the reader freedom of action: (16 In example 16 (b), the negative politeness strategy of minimizing the imposition by giving the reader freedom of action is doubly implemented through the use of the subjunctive and the modal verb of volition volere [will] .
Given that any time one makes a request, a degree of imposition is always present, this move is obviously the one in which we can find the highest concentration of negative politeness strategies. These are also obtained through the use of lexical expressions like cortesemente [please] In example 17 (a), consequently is introduced to tell the reader that what follows from the information given is a logical consequence of something else or something that is independent of the writer's will. In example 17 (b), a phrase Vergaro: Discourse strategies for FYI letters 127 explains why the reader is invited to act in a precise way. In both cases, the writer seems to be attempting to minimize the weight of a possible personal imposition on the reader.
Gerunds and infinitives 9 Notwithstanding the formality of these expressions, they are introduced within a move that utilizes positive politeness strategies such as give gifts to hearer, notice, attend to hearer, offer, promise, seek agreement, claim common ground. Modality comes to the foreground especially with regard to the last two strategies: (20) Siamo certi che comprenderete i nostri motivi e cogliamo l'occasione per porgerVi i nostri più cordiali saluti [We are certain that you will understand our reasons and on this occasion we remain sincerely yours] In the English corpus the indicative form prevails. The imperative is also used, especially in the SOLICIT FURTHER CONTACTS/COMMUNICATION move and is always mitigated by please or just. There are only a few examples of the use of mood as a means of expressing politeness: (22) I would also suggest you keep your trading partners updated Here, the conditional is used as a form of hedging for the purpose of minimizing the imposition on the receiver.
As far as modality is concerned, modal verbs are infrequent, although less so than in Italian, and when they are used, they express both positive and negative politeness strategies: (23) Should you prefer, however, to continue business . . . In example (23), the verb seems to realize the positive politeness strategy of noticing and attending to the receiver; in example (24), the modal of possibility is used to minimize the imposition.
Sometimes the English writer also introduces parenthetical verbs for the purpose of hedging and therefore for negative politeness as can be seen from the following example: (25) I believe we could sell this product at other retail venues Negative politeness strategies are, however, not prevalent in the corpus and it is interesting to notice that when they are used, they are always textualized at the micro-linguistic level, i.e. not as moves.
Positive politeness, on the other hand, seems to be prevalent throughout the texts. Claiming common ground and focusing on cooperation are very common in the English corpus and are primarily obtained through the use of modal operators or modal adjuncts: (26) We hope that also in the future we will be able to count on your trust and cooperation (27) While I'm sure you take the utmost care to keep to our agreement, it is certainly worth double-checking To sum up, mood and modality are used in both the Italian and the English corpora to express politeness, even though, given the 'minimalist' nature of these letters, fewer examples were found than in other types of correspondence. Mood is salient especially in the Italian corpus. This can be explained by linguistic rather than cultural reasons. This preference permeates the language as a whole and not just business correspondence. In the English corpus, on the other hand, modality seems to be more varied than in Italian. It is, however, important to underline that the prevalent positive politeness strategies in both corpora are, in the case of FYI letters, also realized to some extent by other linguistic items, not just mood or modality. Apart from this initial illocution marker, only a few examples of text connectives and attitude markers were found in the texts. As far as text connectives are concerned, only examples of inoltre (besides, in addition), da ultimo (finally) and pertanto (therefore, thus, so) were found in the letters. It is interesting to notice that pertanto is used only in the REQUEST move where it has the same pragmatic function as in money-chasing letters (Vergaro, 2002) , i.e. that of distancing the writer from the act. Only one attitude marker was found in the whole corpus: (31) È ovvio che i rapporti tra le nostre società continueranno con questo sistema [It is obvious that the relations between our firms will continue to follow this system] Metadiscoursal features are also rare in the English corpus. The only difference between the two corpora is perhaps that they are just a bit more varied in English than in Italian. The English counterpart of the initial illocution marker found in the Italian corpus was, in fact, found in only six of the 30 letters. This is, of course, consistent with the way in which the move structure in general develops in English as compared to Italian. As has already been said, in the English FYI letters the core INFORMATION move is very often introduced by other moves that give it its background information. It would, therefore, have been strange to find such illocution markers at the beginning of these letters as was found in the Italian corpus, in which they represent the formula that signals the core INFORMA-TION move immediately after the SUBJECT or the OPENING SALUTATION.
In the English letters there are also some validity markers expressed with parenthetical verbs, which are completely absent in the Italian corpus, and a few examples of attitude markers. Apart from the thanks that are found at the beginning of some texts, there are two cases of certainly, only one example of unfortunately in the whole corpus, and an example with the verb regret:
Discussion of the results of the micro-textual analysis
Differences at the micro-textual level might be of little consequence although what emerges from the analysis is that these 'signals' of stylistic preference are consistent with the rhetorical structures described.
As far as reference is concerned, it is mainly defocalized, class-inclusive and on a V level in both corpora. Indeed, business communication is generally seen as corporate more than individual, i.e. both the sender and the receiver are considered as members of a group, i.e. a company. However, the use of 'I' in some English letters and the direction of reference shift from first person plural to first person singular, shows perhaps that even in such a formulaic genre, the British writer in some cases still sees himself/herself as an individual rather than as a member of an organization.
Mood and modality are used for expressing politeness, even if politeness strategies are also textualized via other linguistic items. Given the letter typology, both positive and negative politeness strategies are used. There is, however, a preference for positive politeness. Mood is especially salient in Italian, whereas modality tends to be more varied in English where negative politeness is less often used.
Metadiscoursal elements are infrequent in our corpora. The Italian corpus shows a high recurrence of the initial illocution marker (we write to inform you that . . .) which was found in only a few cases in English. We think, however, that it is inappropriate to say that this marker is generally introduced into the text as a guide for the reader. It is, in fact, so formulaic that we are tempted to conclude that it is used to create a distance between the writer and the reader rather than as a means of helping the reader to process the text.
Attitude markers and validity markers are more common in the English corpus, but their number is so limited that any conclusion regarding them would be speculative.
Conclusion
FYI letters represent one of the most standardized and formulaic genres in business communication. It is interesting, however, to note the rhetorical preferences that emerge from the two corpora we have examined. At the macro-textual level (1) Italian documents present a SUBJECT move, which is rare in their English counterparts; (2) English documents present an OPENING SALUTATION move which rarely appears in Italian documents; (3) as is understandable within a writerresponsible culture, English business writers tend to introduce a great deal of information before the core INFORMATION move whereas, as is understandable within a reader-responsible culture, Italians generally put this core move immediately after the SUBJECT or, when there is one, after the OPENING SALUTATION, leaving the responsibility to retrieve any other necessary information to the reader; (4) a SOLICIT FURTHER CONTACTS/COMMUNICATION move is generally introduced in the Vergaro: Discourse strategies for FYI letters 131
